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HONORABLE OAKLEY K. MORTON 


A New Year’s Thought 


Honorable Oakley K. Morton of Riverside, California, 
is Judge of the Superior Court of the State of California, 
Riverside County, and is an Honorary Member of National 
Secretaries Association and of Secretarian Chapier, NSA, 
San Bernardino, California. Judge Morton sends the follow- 
ing greetings and challenge for the New Year. 


“A Danish proverb claims that Christmas lasts until 
Easter. If this be so, then with the added strength of New 
Years, Good Cheer and Good Living should last from 
January to December. From the period of Thanksgiving, 
we Americans turn to the Christmas time. A time of 
spiritual faith and hope. Next we gather courage to meet 
the opportunities of the coming year. The worthwhile indi- 
vidual resolves that the experiences of the past will be a 
foundation on which to build accomplishments that will 
better the sphere of activities of himself and those with 
whom he enjoys to associate. 


In such a spirit must NSA stand at the doorway to 
welcome 1951. An Association free, independent, strong in 
numbers and thoughtfully planning for the future. A bright, 
new face in the professional business world. A beautiful 
young woman, happy, friendly and healthy, her eyes flashing 
intelligence, loyalty, and a confidence of her qualifications 
in her profession. Mr. Doctor, Scientist, Lawyer and Judge, 
meet your associate, Miss Secretary. The opening question 
on the witness stand: 

Question: “State your name and business?” 

Answer: “Harriet White, Secretarial Profession.” 

This is the challenge and responsibility of NSA for the 
New Year. We must see that the foundation is builded 


well.” 
JupcE O: K. MorTON 


Two 


A s 1950 draws to a close, the National Board 
wishes to thank the members of the National Secre- 
taries Association for their cooperation and confidence 


during the year. 


We report a year of progress and accomplish- 
ment. Association plans for the coming year look 


even brighter. 


We welcome this opportunity of wishing each 


and every member 


Good Health 
Good Fortune 
and 
A Happy 1951 


YOUR NATIONAL BOARD 
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institute for certifying professional secretaries 


By Dr. IRENE PLACE 


: 


Acting Dean of Institute 


Dear Members of NSA: 


By the time you read this, the FIRST meeting of the 
Institute (Cleveland Hotel, Cleveland, Ohio, December 27 ) 
will be a thing of the past. Because the date of the meeting 
coincided with the dead-line publication date for this issue 
of THE SECRETARY, it was not possible to give you a re- 
port at this time. A full report will, however, be given in 
the February issue. 

Some of the topics scheduled for consideration at the 
meeting were: 

1. A consideration of responses to a letter about the 
CPS program from 38 personnel directors. You may 
remember some of the direct quotations from these 
letters given in the December issue. 

Fix a title for the certificate. 

Determine qualifications to be required of CPS ex- 
aminees. 

Consider content for the first examination. 
Determine a structure for administering the exam- 
ination throughout the country: 

a. Examination centers—where located; how 
supervised. 

Examination dates. 
Correction of examinations. 
Issuing certificates. 
Re-examinations (total examination or sec- 
tions). 
f. Publicity for examinations. 
g. Appoint necessary committees. 
6. Determine how the program is to be financed. 

a. Fees for examination. 

b. Fees for re-examination. 

c. Outside financial assistance. 

Tentative structure for the CPS Institute. 
Program for verifying first CPS examination. 
Program for preparing future examinations. 
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Sincerely yours, 
IRENE PLACE 
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Mrs. DOROTHY DUBAY 
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A New Englander by birth, but for a number of years a 
resident of Baltimore, Maryland, Mrs. Dorothy DuBay has 
earned national recognition by her exhaustive efforts toward 
the promotion of the CPS program. Formerly Acting Chair- 
man of the CPS Institute, and now one of its members, 
Mrs. DuBay’s key position as secretary to Vice President 
C. W. Black of the Arundel Corporation of Baltimore is the 
culmination of many years of varied experience. This per- 
sonable and ambitious NSAer did not hesitate to abandon 
an executive position as Employment Manager for a famous 
concern to enter secretarial work. Her activities with the 
Monumental Chapter, Baltimore, have included, among 
others, membership on the staff of the Chapter bulletin, 
the Membership Committee, Vice President of the Chapter, 
and President of Monumental for the year 1949-50. 


Mrs. DuBay’s outlook for the future of secretarial work 
is evidenced by her avid interest in the CPS program and 
her undaunted determination that the secretarial field is a 
profession deserving recognition. 


Baltimore’s “favorite daughter,” whose husband attends 
Johns Hopkins University, is one of the many who today 
prove that a business career and the duties of a housewife 
can be combined successfully. 
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dates to remember 


JANUARY, 1951 FEBRUARY, 1951 MARCH, 1951 
California Regional New England Conference New York State Meeting Ohio State Meeting 
26-28 16-18 10-11 31 - April 1 
. Hotel New Yorker Youngstown, Ohio 
Hartford, Connecticut New York City 


San Jose, California 
Pennsylvania 1" Meeting 


Skytop Inn, Pennsylvania 
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MIss ,;CAROL LANE 
Women’s Travel Director 
Shell Oil Company 
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How would you like to travel around the country for 
fifty weeks out of the year, visit all the spots that you've 
always read about, stay at the best hotels and eat Oysters 
Rockefeller in New Orleans and crepe suzette at Chicago's 
Pump Room? 

That’s the job of Carol Lane, Women’s Travel Director 
of the Shell Oil Company. But while this “First Lady of 
Touring” is always the first to sing the wonders of her job, 
her main purpose is to help make traveling easier and 
more enjoyable for the women of America. 

The program which Miss Lane heads was started by 
Shell several years ago to fill a wide gap in the travel field. 
Until that time, no one had established a service to aid the 
nation’s 47,000,000 adult women with their vacation and 
travel problems. Yet one-third of this country’s licensed 
drivers are women and most family vacations are planned 
by women. 

To obtain an accurate picture of travel conditions, Miss 
Lane covers more than 50,000 miles a year getting first- 
hand information on sightseeing goals, overnight accom- 
modations and road conditions. And by experiencing prob- 
lems which confront all travelers, she tries to work out 
shortcuts or devise new methods of handling troublesome 
situations. 





To get her information 
across to the women of the 
country, the travel expert 
spends from September to 
June lecturing to the lead- 
ing women’s clubs from 
coast-to-coast. During this 
time, she gives an average 
of two speeches a week 
stressing the “how” of 
travel rather than the 
“where.” 

Her 1950-51 speech in- 
cludes pertinent informa- 
tion on the value of travel, 
tips on how to budget for 
a vacation and a suitcase 
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A Mexican rug catches the attention of Miss Lane during a tour of 
Olvera Street in Los Angeles, California. One of the oldest streets in 
the city it is now closed to traffic and preserved as a replica of a Mexi- 





shop, Miss Lane is a strong 
believer in making each 
article of clothing serve a 
double purpose. 

Toward this end, she rec- 
ommends suits for driving, 
which can be worn with a 
sweater, blouse or suit jac- 
ket depending upon the 
weather or situation, and 
simple grey or beige dress- 
es which can be dressed up 
or down depending upon 
the accessories used. As for 
fabrics, she advocates ny- 
lon, which will dry over- 
night, and silk or jersey 


can Street a century ago. 


packing demonstration in 
which she shows her aud- 
ience how they can pack the forty-three items which the 
average woman needs for a weekend trip into a twenty-one 
inch bag. 

“Until I started to travel in my job,” says Miss Lane, “I 
always used to pack my suitcase at the last minute. As the 
result, I often left home the essential items, and my 
clothes were always mussed when I arrived at my destina- 
tion.” 

Feeling that many women were inclined to do the same 
thing, the travel expert worked out a scientific method of 
packing which enables her to complete the job in ten min- 
utes. 

“The most important thing is to make a check list of 
everything you want to take along,” Miss Lane tells her 
lecture audiences, “That way you're sure to put in every- 
thing you need.” 

Other tips which she has picked up from long experi- 
ence are to put stockings in gloves to keep them from snag- 
ging rather than in your shoes; to use plastic bags for wet 
wash cloths, and plastic bottles, which are unbreakable, for 
perfumes and deodorants. 

When packing a suitcase, either for herself or for her 
lecture audiences, Miss Lane always places all the heavy 
items such as her folding travel iron, complete with an 
extra extension cord (“Somehow the sockets in hotel 
rooms are never accessible”), shoes and alarm clock, on the 
bottom of the case. An extra suit or dress forms the 
second layer; lingerie the third, and nightclothes the last. 
In order to be able to pull out one item without disar- 
ranging or unpacking the entire suitcase, she places a piece 
of tissue paper between each layer. This way, she can put 
her finger on anything in the bag. 

Advising women what to wear while traveling is another 
important part of the travel expert’s job. Drawing from 
her experience in travel and from a former job as Assist- 
ant Fashion Co-ordinator at a leading New York specialty 


which don’t muss easily. 

She has even gone so far 
as to have a special travel beret made for her by the well 
known hat designer Helen Liebert. It’s made of foam jersey 
and is reversible. One side is light tan and can be worn with 
sportswear, while the other side is brown and trimmed with 
buttons, which make it ideal for more dressy occasions. The 
attached veil can be worn in several different ways or tucked 
inside the beret. 

In addition to her speaking engagements, Miss Lane 
appears as a featured guest on two or three radio and 
television programs in each city which she visits, and gives 
out an interview to the press. 

In the spare time which she has left, she checks the 
sightseeing goals, overnight accommodations and highway 
conditions of the area and writes two columns: a travel 
column called “Tips on Touring,” which is syndicated to 
more than 225 newspapers throughout the country, and a 
weekly radio feature on travel. 

In order to be of further service to the women of the 
country, Miss Lane has also written two booklets. The first 
“Travel a la Car,” concerns the techniques designed to make 
travel easier and more pleasant. It includes many down-to- 
earth tips on such subjects as budgeting, packing, caring for 
the car, preparing to leave home, finding accommodations 
and reading road maps. 

The second travel booklet, “Touring Can Be Child’s 
Play,” was written as a direct result of Miss Lane's contact 
with numerous mothers during her speaking tours and 
research trips. 

“One question which I was asked over and over again,” 















Meeting celebrities is all in a day’s work 
for Carol Lane. 
ting with James Stewart and former heavy- 
weight champion Jack Dempsey at the Soap 
Box Derby at Akron, Ohio. 


She is pictured above chat- 











Getting the facts first hand. 
This on-the-spot approach en- 
ables Miss Lane to find out 
the likes and dislikes of tour- 
ists and to make an accurate 
check on highway conditions, 
overnight accommodations 
and sightseeing goals. 


says the touring expert, “was: ‘How can I take a vacation 
when my children keep me tied to the homefront?’” 

To find the answer, Miss Lane took the three young 
winners of an essay contest, an eight-year-old boy, and 
a ten and thirteen-year-old girl, on a three-week trip from 
New York to Williamsburg. 

“The first couple of hours away from Manhattan, the 
children began to get bored,” Miss Lane explains. “To keep 
them amused I made up games such as counting license 
plates from other states or the animals grazing along the 
side of the road.” 

“The second day away from home, I conceived the 
‘mystery box’ idea. I got an old card board carton from a 
grocery store and bought a lot of inexpensive toys at the 
Five and Ten cent store while the children were taking 
a nap. Later, when we got back into the car, I told them 
that if they behaved themselves, they would have a sur- 
prise present each day. And believe me, it worked won- 
ders.” 

Although the Williamsburg trip provided her with a 
great deal of material on how to travel with children, 
Miss Lane felt that in order to write a booklet on the 
subject, she should have even more information, particu- 
larly on how to travel with younger children. 

To get the facts, she talked with hundreds of mothers 
and came up with such novel, but simple ideas as the 
“wiggle platform.” To construct one of these platforms in 
your own car, all you have to do is to stack your luggage 
level with the back seat and cover the bags with an old 
blanket or air mattress. The result is a wonderful place for 
the youngsters to play. 

The response to both booklets, which are offered free 
to the public, has been most encouraging to the travel 
expert. Every day, she receives a batch of letters from 
women readers telling her how some bit of information 
has helped them toward a fuller enjoyment of their vaca- 
tion. 

Never one to enjoy loafing, Miss Lane spends the sum- 
mer months, when the club season is slack, on an exten- 
sive research trip. Last summer, for example, she covered 
more than 9,000 miles in a trip through the West. Among 
the places she visited were the Mormon tabernacle in Salt 
Lake City, Phantom Ranch in Grand Canyon and King 
Ranch in Texas, the largest ranch in the world. 

Aided by a wire recorder, she talked with hundreds of 
tourists finding out their likes and dislikes. Often, she will 
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stop what she is doing to make an on-the-spot test of 
someone's pet travel theory. 

In South Dakota, for example, a tourist told her that 
sitting on a thick layer of loose straw was a wonderful way 
to keep cool. 

Since she had been trying to find a solution for hot- 
weather driving for some time, she got some straw, spread 
it on the front seat and drove through the South Dakota 
Badlands on a sizzling hot day. 

The prickly experiment proved the traveler to be wrong, 
but Miss Lane figures it was worth while trying anyhow. 

When she gets back in her office at Radio City in New 
York, Miss Lane sorts out the information which she has 
collected and uses it as a background for her lectures, 
booklets and travel columns. 

An attractive woman in her late twenties with brown 
hair and blue eyes, Miss Lane was born in Larned, Kansas. 
Her father is a country veterinarian, and the touring expert 
says that her interest in travel began at the age of two when 
she used to accompany him on his rural calls. 

A journalism major, she was one of the youngest stu- 
dents ever to graduate from the University of Kansas. She 
came to New York at the age of 19 and secured her first 
job as a radio writer for the New York Daily News. Later, 
she worked for WOR’s Martha Deane where she arranged 
for all the celebrities who appeared on Miss Deane’s show, 
and for Jay Thorpe as Assistant Fashion Co-ordinator. 

But of all the jobs which she has held, Miss Lane pre- 
fers her present assignment. 

“Helping women get more pleasure out of traveling is 
not only my career, but my hobby as well,” she declares. 





Are dogs good travelers? Yes, says touring expert Carol Lane, who 
recently made a research trip with a blond cocker spaniel to check the 
best methods of traveling with a dog. 
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chair 


recognizes panel 


helpful hints 


The following suggestions are made with the admoni- 
tion that they are not to be considered as an absolute form 
making all other forms incorrect. The first consideration is 
ease. A chairman must not be handicapped by a necessity 
for memorizing stereotyped expressions. Her duty is to see 
that the assembly is informed at all times concerning the 
business pending; it is through the medium of understand- 
ing that we promulgate harmony. 


Chairman: “The meeting will come to order. We will 
now hear the minutes of the last regular meeting.” 


The secretary addresses the chair, and the chairman 
recognizes the secretary. The chairman is then seated while 
the minutes are read. (Some parliamentary authorities claim 
that it is not necessary for the secretary to address the chair, 
but knowledge gained from experience causes me to favor 
the recognition; it sets an example of orderliness and gives 
the assembly time for mental adjustment that it may give 
proper attention to this very important part of the meeting, 
the hearing and approval of the minutes.) 


After the minutes are read the chairman rises and says: 
“You have heard the minutes of the last regular (or special ) 
meeting; are there any corrections? Hearing none, the 
minutes will stand approved as read (or corrected).” 
(Pause to give a second for timid members to speak if they 
wish) and then say, “They are so approved, Madam Secre- 
tary.” Another form is, “Are there any corrections to the 
minutes? If not, the minutes are approved as read (or cor- 
rected ).” 


By the Parliamentarian 
Mrs. GANO SENTER 





to chairmen 


The chairman: “We will now have the financial report 
by the treasurer.” (The unaudited financial report is given 
simply for information and no action is taken on it.) The 
chairman may thank the treasurer for the information and 
order the report filed. The secretary includes the balances 
stated in the report in the minutes, but does not embody 
the entire report in the minutes unless ordered to do.so by 
the assembly. At least once a year the treasurer’s books 
should be audited and when the auditor's report is given, 
someone should move the adoption of the auditor's report. 
This is important to the treasurer and if the by-laws of the 
organization do not provide for an auditor or an Auditing 
Committee, then a motion should be made that a committee 
be appointed to audit the books. It is a wise treasurer that 
makes this motion. 

Chairman: “We will now have the reports of Standing 
Committees.” 

Chairman: “Are there any special committees to report?” 

Chairman: “Is there any unfinished business.” (Never 
OLD business.” 

Chairman: “We are now ready to consider new busi- 
ness.” 

After the business has been completed some organiza- 
tions have open forum, (good of the order) or programs, 
others adjourn when all new business has been presented 
and acted upon. 

The chairman does not ask for a motion to adjourn 
when the business has been completed, she says, “Is there 
any further business to come before the meeting? If not 
we stand adjourned.” Or “There being no further business 
to come before us, we are adjourned.” 
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A presiding officer cannot make motions or enter into 
debate while in the chair. Should she wish to do so she 
must call a vice-president to the chair and she does not 
resume the chair until the discussed question has been finally 
disposed of. 

The chair recognizes a member who claims the floor by 
addressing the chair, and until that member is seated she 
does recognize anyone else. When a motion is made the 
chair waits for it to be seconded, and then states the motion, 
“It has been moved by Mrs. A. and seconded, that ———; 
are there any remarks?” After discussion is completed, the 
chairman says, “If there are no further remarks, we will 
proceed to vote on the question of ’ All in favor 
of this question will say Aye, opposed No. The motion is 
carried (or lost). 


ADVICE TO CHAIRMEN 

Do not allow careless discussion—keep all remarks per- 
timent to the pending question. 

When members persist in discussing a question that is 
not pending in the form of a motion or resolution, the 
chair should say “We are talking without a motion, does 
anyone present wish to present the subject in the form of a 
motion?” If no one does, then say “Lacking a motion, the 
question is not before the meeting, is there any further new 
business, etc.” 

Do not permit members to talk across the room to each 
other. Insist that they address the chair and this can be done 
adroitly by saying, “The chair recognizes Mrs. X who now 
has the floor.” (And while Mrs. X has the floor the chair 
must not recognize anyone else except where a point of 
order is raised.) 

A person rising to a point of order does not wait for 
recognition from the chair. Example: She says, “Madam 
Chairman, I rise to a point of order.” Chairman replies, 
“State your point.” 

Member: “The remarks are not germane to the pending 
question.” 

The chair rules on the question and if the remarks are 
found to be germane, (relevant) the chair says, “It is the 
opinion of the chair that the point is not well taken, the 
speaker may proceed.” 

Be sure to state all motions clearly in order that the 
assembly may know what is to be debated, and how to vote. 

If the chair cannot remember the exact wording of the 
motion, he should ask the secretary to read it. 

Remember it is the chairman’s duty to protect the 
assembly from useless waste of time. Push the meetings 
along smoothly. Ask for discussion but do not insist on it. 
Some questions need little debate, others require full con- 
sideration, but it is the duty of the assembly to do the dis- 
cussing, and the duty of the chair to see that the pending 
question is the only one discussed. 
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New 








equipment 


This new Ferris Ro- 
tary File features many 
new advantages. A 
headliner among the 
new features is the 
hand brake which 
locks the wheel in any 
desired position. An- 
other new feature is 
the attached posting 
shelf which folds out 
of the way when not 
in use. Constructed of 
heavy steel, the Ferris 
cabinet is mounted on 
casters for easy porta- 
bility. Files can now 
be made on request to 
any reasonable size. 
For full information 
write to Ferris Busi- 
ness Equipment, Inc., 
244 Great Meadows Road, Stratford, Connecticut. 





Designed for compact storage, 
the “Auditor’s” file contains 
two index drawers for 3x5” 
cards, two ball-bearing letter 
size drawers, a steel safety 
vault, and three adjustable 
storage compartments for sup- 
plies. Size 371%” re. 301,” 
wide, 171%” deep. $67.50 is 
the list price on the _illus- 
trated model. Cole Steel Equip- 
ment Company, 285 Madison 
Avenue, New York 17, New 
York. 





The first “desk mo- 
del” postage meter, 
little larger than a 
dial phone, yet a 
complete metered 
mailing machine that 
—: and seals mail 
of all kinds and 
classes is now offer- 
ed by Pitney-Bowes. 
The finishisa 
smooth neutral tan 
with chrome. Stand- 
ard accessories are 
the parcel post at- 
tachment, a carrying 
case of airplane lug- 
gage and a replace- 
able chart of com- 
plete postal rates and 
information. Since it 
prints and records 
postage, it is leased, not sold outright. The manufacturer, Pitney-Bowes, 
Inc., Stamford, Connecticut. 


Additional information on items appearing on 
these pages may be had by writing directly on 
manufacturer or to the company in care of THE 
SECRETARY, 610 Wood Street, Pittsburgh 22, 
Pennsylvania. When writing directly to the manu- 
facturer please mention THE SECRETARY. 
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DON’T FIGHT (“a 
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TYPEWRITER 
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By J. B. DONNELLY 


International Business Machines Corp. 


Are there days when your typewriter “fights” you— 
days when no matter how hard you try to rush out perfect 
work, you find the same old mistakes repeating themselves 
again and again? Have you all but given up to the disheart- 
ening belief that anyone who can type accurately at high 
speed is a genius? If so, it is time to change your mental 
attitude and seek scientific ways and means to speed your 
typing, at the same time, achieve accuracy. 

Most likely you are typing the hard way—-spelling the 
words as your fingers strike the keys. This is what most 
typists do if they have not tried to improve their speed and 
become proficient in typing words instead of individual 
letters. 

And the way to this easier and better typing? 

Easy—if you heed the signposts. 

The first important step to faster and better typing is 
to form good typing habits so that your typing becomes an 
automatic operation, not a disjointed task. A few minutes 
devoted each day to mastering the essentials of typing tech- 
nique will transform you and your typewriter into an effi- 
cient, hard-to-beat team. 

From the start you can gain typing efficiency simply by 
correcting your typing posture. All of us know the impor- 
tance of good posture to personal health. Well, the same 
principle holds true in typing. To attain correct typing 
posture you need to follow three simple rules: 

1—Do not sit too close to or too far from your 
machine. Sit in a position that will cause your 
upper arms to slope slightly forward. 

2—Your chair should be at a height that will put 
your forearms on the same slope as the key- 
board. 

3—Sit erect in your chair, directly in front of 
your typewriter. Let the back rest support 
you. Keep your feet flat on the floor. 





When your posture at the machine is correct and you 
raise your hands to typing position, you must center them 
by placing your fingers on the guide keys. It is unnecessary, 
however, while typing, to hold your fingers on these guide 
keys, as you did when you learned to type. Remember: 
simply touch the guide keys momentarily to get your posi- 
tion before beginning to type. While typing, raise all your 
fingers slightly above the keys. This will give you the free- 
and-easy finger motion necessary for fast, accurate work. 


In addition to body posture and position of the hands, 
other fundamentals of good typing technique must be mas- 
tered before you can turn your typing into fun—really 
enjoy it! You still have to learn the secret of relaxation. 
You must develop fast finger strokes, acquire a resilient 
touch and improve your timing and rhythm. The important 
thing for you, the typist, to remember is that none of these 
tasks is difficult. Every day more typists are becoming 
better typists because they are following these signposts. 


Everyone who uses a typewriter, whether champion or 
average office typist, must learn how to relax: to remove 
all tension from shoulders, arms, hands and fingers. To 
achieve this relaxation, after seating yourself at your mach- 
ine, always drop your hands to your sides and let them 
hang for a few moments. When you do this, you will see 
how quickly your arms relax. Your fingers curve naturally 
and gracefully; they do not curl. With your fingers in this 
naturally curved position, return your hands to the key- 
board. Now you have the proper finger pose that will help 
you make fast finger strokes, use the correct touch and 
eliminate waste motion. 


(Continued on page twelve) 
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“..Gem brilliance with 


PROCEL 


STENCILS” 










You too, will find plastic coated PROCEL Stencils make 
jewel clear, top quality copies. They’re easy to type— 
on any typewriter . . . and easier to read. 


Procel Stencils are ideal for all types of stencil dupli- 
cating work. It’s a stronger stencil—and with plastic 
coating ... affording greater sensitivity, PROCEL is es- 
pecially suited to illustration and stylus work. 


e For the best possible 
stencil duplicating, use 
Remington Rand plastic 
coated PROCEL Stencils and 
supplies. 

Phone your nearest Rem- 
ington Rand Business 
Equipment Center for com- 
plete details, or use coupon. 





Remington Rand, Business Machines & Supplies Division, 
Room 2605, 315 Fourth Ave., New York 10, N.Y. 


Please show me samples of the Plastic Procel Stencils dupli- 
cating work. 


Name 





Firm 
Address 
City ae | 
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Don't Fight With Your Typewriter 


CONTINUED 


To help you develop faster finger reaches and strokes, 
the following simple drill has been devised which you 
should run through three times each morning before start- 
ing your work: 

a;sldfjghfjdksla; qpwoeirutyrueiwogp 

z/x.c,vmbnvmc,xz/ 

To derive the maximum value from this exercise, the 
motion for making the finger reaches must originate in 
your knuckles. Confine the principle movement to your 
fingers, because you can move them quicker and easier than 
your hands or arms. Your typing action then becomes direct 
finger reaches for the keys with no lost motion. 


Acquiring a resilient touch is the result of regular prac- 
tice. Let each finger tap each key squarely in the center. 
Try it! Use a quick touch and relax your finger pressure as 
soon as you feel contact with the key. This makes your fin- 
gers react quickly and always in a position ready to type the 
next word. In fast typing, it is just as important to release 
keys quickly as it is to strike them fast. 


The best way to learn this touch is to practice familiar 
phrases. Type them over and over until you get the knack 
of making fast strokes and releasing the keys quickly. 
Type each phrase slowly at first, and, as your touch develops, 
gradually increase your speed. Try this method, using such 
phrases as the following, and see if it does not help: 


did the their turn they find 
but they did during the time 


To overcome hesitations in locating letters on the key- 
board, type a few lines of this alphabetic sentence each 
day: 

A quick movement of six pilots would jeopardize the 

big enemy squadron. 


When you type this sentence, regulate your speed and 
rhythm according to how rapidly and accurately you can 
locate the letters and type the words in the sentence. 


When you have mastered all these steps, you are ready 
to tackle the all-important requirements for increasing 
your typing speed and accuracy. These are the proper tim- 
ing of your finger strokes and the regulation of typing 
rhythm according to the letter combinations in the word 
or phrase being typed. 

In performing these exercises, you must remember 
that it is not possible to type all words with the same 
rhythm or speed because some are bound to be awkward to 
finger. When you are aware that certain words are difficult 
for you to finger naturally and easily you are already on 
the way to overcome the obstacle they present. When you 
come to an awkward word, type it slowly and accurately. 
You can increase your speed when typing the easier words. 
When you learn to do this, you will avoid many errors and 
loss of valuable time. Most important of all, you will be 
able to sustain your speed and accuracy throughout the day. 


As you gain experience through practice in your typing, 
you should compile a list of words that give you trouble in 
fingering. Practice these words each day along with some 
words that are easy for you to type. You will quickly de- 





velop correct typing rhythm. As you master each group of 
difficult words, add new ones and tackle them in the same 
way. If you do this you will soon become familiar with all 
the words that have been slowing down your work and, 
at the same time, you will be learning which words you 
can type faster. By following this plan, you will soon be 
able to type all words accurately and without any hesitation 
in your rhythm. Then watch your speed increase! 

Make a mental check list for yourself of each of these 
items, and when you sit down to type check them off one 
by one until you have the correct typing method down pat: 


Posture Finger reaches and strokes 
Hand position Resilient touch 
Relaxation Rhythm 


When you have mastered these, you must continue to 
practice because regular practice is essential to maintain 
good typing technique. Just a few minutes spent in prac- 
tice each day will greatly improve and consolidate the skill 
and ability you have developed by following the advice 
given here. 

For practice purposes you can use any available mate- 
rial: a carbon copy of one of the letters you have written, 
or any book that may be at hand. From this material, type 
one 70-space line over and over until you can type it with- 
out an error. When you have done this, type another line 
from the copy, and then a third line. 


Then type these same three lines accurately—slowly at 
first; then gradually increase your speed. 

Select another group of three lines and practice them 
in the same way. Then try to type all six lines without an 
error. 

This will build your speed and accuracy, and soon you 
will be typing 6, 7, or 8 lines a minute. Eight lines a min- 
ute is equal to typing at the rate of about 100 words a 
minute! 

Set a goal for yourself and make a definite effort to 
improve your typing skill. By following your daily practice 
plan faithfully you cannot fail to increase your speed and 
accuracy. This will be reflected in your daily work because 
it is easier for a fast operator to type more accurately than 
a slow one. When you type fast you will be doing things in 
a smoother, more natural manner . . . and you will be doing 
them better. 


Remember: 
Posture 
Hand position 
Relaxation 
Finger reaches and strokes 
Resilient touch 
Rhythm ...... 
eee And added to these is Practice! Practice! Prac- 
tice! Remember again: It is all up to yourself. You are the 
one who must make the decision to follow these signposts 
to typing improvement. 


“,.. Sheer beauty 
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You too, will be pleased with this remarkable new all 
Nylon ribbon that helps you put out beautiful looking 
letters. It’s because Nylex Ribbons give you a new 
standard of quality in clear, executive calibre printwork 
for prestige correspondence. 


Discover for yourself the difference in Nylex . . . the 
longer wear, the resilient lint-free texture ...see the 
amazing sharpness of the impressions Nylex produces. 


e For full quality 
story of Nylex, and a 
freedemonstration... 
on your typewriter, 
phone your Reming- 
ton Rand Business 
Equipment Center to- 
day or send coupon. 





Remington Rand, Business Machines & Supplies Division, 
Room 2606, 315 Fourth Ave., New York 10, N.Y. 


Show me how to get better looking letters with Nylex. 


Name 





Firm 





Address 





City Zone___State 
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THE SECRETARY 





Report from 
COLUMBUS REGIONAL MEETING 
November 17, 18 and 19 


The beautiful Gold Room of the Fort Hayes Hotel was 
filled to capacity with enthusiastic secretaries as Mary Bar- 
rett surrounded by an outstanding group of State Advisors 
conducted the first business session of the second North- 
eastern Regional Meeting. One hundred sixty-four NSAers 
representing 27 chapters were on hand on November 17, 
18 and 19 to help COLUMBUS, Ohio celebrate its fifth 
anniversary held in conjunction with the Regional Meeting. 

Deviating from the usual open discussion on chapter 
and national affairs, Mary Barrett held her audience at top 
interest with her complete report on what has transpired 
in NSA-National, since the first of the year, as well as 
plans for the future. Especially laudable was her brief but 
thorough explanation of the new setup of THE SECRETARY. 
Following Mary’s address, Lilyan Miller conducted a forum 
on educational programs, and Florence Kuebler, President 
of the Columbus Chapter, headed the forum on Boss Night. 
Mary then introduced Ruth Marie delaPlante, President of 
the Buffalo, New York Chapter, who carried the meeting 
into a cleverly pre-arranged sample business meeting, high- 
lighting: parliamentary procedure and its place in chapter 
meetings. This, naturally, brought the assembly into an open 
discussion which went far in reviving enthusiasm and 
accumulating new ideas for the visiting chapters. 

All of the pre-regional promises made by the Columbus 
Chapters including the three-tiered cake with its red letter- 
ing, “NSA—Sth Anniversary,” were in evidence as we 
gathered on Saturday night for their Anniversary Ban- 
quet. Any disappointment in the cake being only “make- 
believe,” was quickly overcome when the clever minia- 
ture corn-sheafs forming a portion of the table decorations 
turned out to be “fifths” of the real McCoy. The banquet 
hall took on the festive air of a night club as the evening 
progressed into a well-planned and balanced program of 
entertainment in the lighter vein. 

Post-banquet reports on the four conducted tours held 
on Saturday morning made those of us who had been 
unable to go on them extremely envious. The tour of 
Lazarus, the Ohio Penitentiary and WBNS-TV sounded 
like fun, and the 38 who attended the Ohio State University 
Tour had the most to report in the way of entertainment 
and educational features. 

The Sunday morning “Brunch” was unusually outstand- 
ing. As the visitors watched, Florence Kuebler, acting as 


Fourteen 


Moderator, put seven of her members through the paces of 
models for the Bond’s Winter Style Show. Again, Mary 
Barrett, proved that much can be accomplished in a short 
time as she conducted the brief, but informative business 
session following the “brunch.” Florence Davis of New 
Castle, Pennsylvania, outlined the future program of State 
Organization and this brought about a stimulating ques- 
tions and answer period. 


The final and fitting climax to a perfect weekend was 
the tea held at the Governor's Mansion on Sunday after- 
noon. One hundred and sixty NSA members were most 
graciously and personally greeted by Ohio's First Lady, 
Mrs. Frank J. Lausche. 


CONGRATULATIONS COLUMBUS! Now we know 
why your Convention Bureau uses as its motto, “COME 
TO COLUMBUS AND DISCOVER AMERICA!” 


NORTHEASTERN DISTRICT NEWS 
Mrs. LEO HORCHOW 
5 Long Street 
Columbus, Ohio 


As the Northeastern District pulls out from under one 
of the worst snowstorms that the majority of us Secretaries 
can remember, we learn that ALBANY, New York was 
hostess recently to several New York and New England 
chapters in celebration of their third anniversary. CLEVE- 
LAND, Ohio cordially invites all NSA visitors to their city 
to visit them in their new Club Rooms at 438C, The 
Arcade. They plan to use their rooms for workshops and 
social gatherings. SPRINGFIELD, Illinois one of our newly 
acquired SI chapters, hopes to be able to prove that “life 
can be beautiful,” even for the working girl. They are 
attending a series of lectures on Skin Beautiful; Health 
Beautiful; Beauty in Grace, and Manners; Philanthropic, 
Civic and Historical Beauty. CHICAGO, Illinois has elected 
to use their Christmas funds in making this coming Holiday 
Season just a little brighter for the blind. They will give 
personal gifts; but, much of their money will be used in 
furnishing “talking book recorders” to blind students who 
are in dire need of them. They are also giving portable 
typewriters and radios, articles essential to happy and full 
life for these unfortunate people. MUNCIE and ANDER- 
SON, Indiana have joined forces in visiting another of our 
former SI chapters in INDIANAPOLIS. DAYTON, Ohio, 
the third SI chapter in our District to merge with NSA 
sent eight of its members to Columbus Regional. We con- 
gratulate the members of our three SI chapters on their 
interest and enthusiasm in the affairs of our organization. 
UTICA, New York is serious about its duty as alert Ameri- 
can citizens, have enrolled as a body, for Area Civil Defense. 
Another Choral Group has been formed by SYRACUSE, 
New York, and they boast of thirty-four members in this 
singing chorus—more NSA talent has come to light. They 
are interested in hearing from other chapters having formed 
such groups. LORAIN, Ohio has adopted an entire family 
of twelve and are also sending gifts to the Girls’ Industrial 
School. TOLEDO, Ohio has been invited to join the an- 
nual dinner group of all outstanding women’s clubs of that 
city—another NSA chapter added to those receiving such 
recognition. 
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SOUTHWESTERN DISTRICT NEWS 
Mrs. GRACE GARRATT 
1334 East Street, Apt. 202 
San Bernardino, California 


Golden Gate Chapter, SAN FRANCISCO, has embark- 
ed upon a new activity, that of entertaining and befriending 
girls from 12 to 18 years of age one evening each week, 
under the Youth Guidance Center. This is a new idea in 
handling the problems of the Juvenile Court and a Wom- 
en’s Auxiliary, composed of many women’s organizations, 
will assist with the work. Golden Gate Chapter is to be 
commended for taking part in this essential service. 


Miss Roberta Boven, member of Ark Valley Chapter, 
ARKANSAS CITY, Kansas, was chosen as the outstanding 
secretary attending the Kansas - Oklahoma - Arkansas Re- 
gional November 4 and 5, 1950. 


NORTHWESTERN DISTRICT NEWS 

MIss LAURIE MAE SANDERS 

1326 East Ninth Street 

Olympia, Washington 

The WATERLOO, Iowa Chapter sends a representative 

to meetings held by the Chamber of Commerce for the 
purpose of scheduling various drives in that city and the 
chapter will receive recognition in a pamphlet being pre- 
pared. FORT DODGE, Iowa members are adding to their 
treasury by addressing envelopes for a concern that does 
considerable mailing. A membership party held by the DES 
MOINES, Iowa Chapter members netted five new members 
who were recently initiated. One additional member was 
welcomed as a transfer from Sioux City. SIOUX CITY, 
Iowa members hosted a meeting of Regions III and IV of 
the Northwestern District in November. 


At OMAHA, Nebraska, the Neb-Oma Chapter was in- 
stalled by the Sioux Chapter of Sioux City, Iowa in Sep- 
tember and is already forging ahead with a style show, a 
Boss Night Dinner, and a Hard Times Party. 


The MEDFORD, Oregon Chapter, instituted in April, 
has doubled its membership and held its first Boss Night 
Dinner, at which the aims and purposes of NSA were ex- 
plained to the employers by round table discussion. Mrs. 
Norma Richards, one of two new initiates of the CORVAL- 
LIS, Oregon Chapter was appointed as I. C. C. representa- 
tive. At SALEM, Oregon, a charm course, sending two Camp 
Fire Girls to camp, an entry in the Pageant of Progress and 
sending food and clothing to needy families in Norway 
keep the members quite busy. 

OLYMPIA, Washington members have turned “super 
salesmen,” enriching their treasury with proceeds from a 
baked food sale and sale of perfume, decorative seals and 
Christmas wrappings. A rummage sale is being held in 
December to help provide for a needy family during Christ- 
mas. 

The SEATTLE, Washington Chapter gained publicity 
for NSA by being one of 20 organizations in Seattle to 
sponsor a Princess in the Seattle Seafair Carnival. She was 
one of the two finalists. The SPOKANE, Washington 
Chapter was presented with a new Remington Rand Port- 
able typewriter by the Spokane office of Remington-Rand, 
Inc., recently. It will be used for one of the Ways & Means 
projects to help finance chapter activities. 





Report From 
SOUTHEASTERN REGIONAL MEETING 


November 10, 11 and 12 


Sixteen chapters from eleven states were represented at 
the Second Regional Meeting of the Southeastern District, 
held on November 10, 11 and 12 at the Peabody Hotel in 
Memphis, Tennessee. 


The Memphis hostesses held a “get acquainted” party 
the first evening of the meeting. Frances Crawford pre- 
sided over a business session the following day which in- 
cluded discussions on the membership drive, the C. P. S. 
program, and insurance policies. The luncheon was held 
in conjunction with the Memphis celebration of Victory 
Day. The speaker was Major General Seville, United States 
Air Corps. 


As relaxation from business of the day, the “bosses” 
of the Memphis girls held a cocktail party. After cocktails 
came a delicious banquet topped off by an interesting, well- 
founded address by Elizabeth Scott on “Human Relations.” 


The theme of the banquet was appropriate to Armistice 
Day—flags intermingled with red and white carnations and 
blue candles made patriotic-looking table decorations. Mary 
Louise Repult sang the Star Spangled Banner. 


The Memphis Suite was the scene of more good fellow- 
ship following the banquet; and, despite a somewhat late 
dispersal everyone was on hand for Sunday morning 
“brunch.” The theme “Southern Hospitality” was carried 
out by Memphis girls dressed as Southern Belles; white 
crysanthemums and red carnation centerpieces; and the 
speaker’s table, decorated with colonial dolls against a 
floral background. During the “brunch” an Honorary Mem- 
bership degree was conferred on Colonel Roane Waring, 
Legal Advisor. 


After enlightening reports from individual chapters, 
the meeting was adjourned. Again we felt certain of suc- 
cess. Acquaintances had been renewed, friendships cement- 
ed and encouragement given to everyone to continue in all 
efforts to further the purposes and ideals of NSA. 


Fifteen 








thousands 
like her 
prefer 
the Remington 


Sli Cony 


Today, essential industries realize that it 
takes peak output in the office to achieve 
peak production in the plant. That's why 
top secretaries like General Petroleum's 
Miss Schranz go for the swift, effortless 
typing speed of the Electri-conomy -- those 
20 clear carbons at a single typing -- this 
handsome “Executype" for letters of true 
distinction that will be signed with pride 
-- and that glorious "alive- 
_ . at-five" feeling because 


Top Secretary EVELYN SCHRANZ 
— Secretary to Clarence S. 
Beesemyer, Executive Vice- 
President of General Petro- 
leum Corporation, affiliate of 
Socony-Vacuum Oil Com- 
pany, has this to say about 
the Electri-conomy: ‘I am de- 
voted to this new Remington 


electric typewriter... it is 
REMINGTON RAND, ROOM 2604, < sn ial”. 
315 FOURTH AVE., NEW YORK 10, N. Y. _ 
0 Yes, I would like a FREE copy of “The New Rem- 
ington Electri-conomy Typewriter” (RE 8353). 
CI would like a FREE demonstration of the Electri- 
conomy — without obligation, of course. 
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